187 
Easy-to-Learn series, Trend Computer Science 


Windows Operating 
system 


Q. No.1. What is an operating system? Describe different types of 


os. 


Ans: A 
s5 a 


n operating system is system software. It provides an interface 
S 2-192 Kil eg AS ey Ue LÕI 59> GL S tbls a> yal WOEN) 
us SS be cts S Done by prs Sets yf 4S Leer uS~Sfor the user to interact 
with the computer. Its purpose is to manage, hardware and run 
software. = Dearly Sn all BS 3155 US abu made S ol 


ration System: 


Types of Ope f 
tem can be divided into»two types on 


Operating sys 
interaction: oe oat | 

i. GUI (Graphical User Interface) Operating System 
Command Line Operating System 
Graphical User Interface (GUI),is 


an Interface, composed of graphical 
symbols. GUI technology is 


the basis of user 


ii. 


TEENS ETARE pi RET ENIAN 
$ KUN REAC Picture Toots. newts We Ses 
e 


Manage "Manag 


Stal ess mt ~ 
We xa bass 
` $y Eaty access ` 
3 ‘seer : 
older 


developed for the purposes of ee: 
operating systemS like’ Windows, œ ieee: oe = 
Macintosh, Linux, Solaris and” _ ok smateos 
many more operating systems that "pu venice > n O W 
require a GUI system to form an pe „h ou 3 
attractive display interface. Gy Recent places (Æ ono cee 

A StyDve fp Downloads 

In GUI the user does not 
ks like copying, pasting, 


avi 

delete lear n commands to perform tas 

uton. or printing etc. Instead he uses graphical objects like icons and 
tes aie Larrea! S sry yal iS Ser HL! JSS 09 te _S yl However, a GUI 
Makes it eas load icons, fonts, I/O drivers and other resources. This 
it slow in performing tasks..7.31 ps eS ota? pil p5 
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Command Line Operating System CLI: This is a text only interg. 
this type of OS the user is required to type different command: | 
8 


interact with the computer. So he has to learn commands 


different tasks. Enter key is pressed at the end of a commang O do 
which the computer receives, parses and executes that command’ after 

EUConimañd Prompt aap aes 
CiNodir 


Volume in drive C has no label. 
Volume Serial Number is 3964-1454 


Directory of C:\ 
9872972006 1: WINNT 


4872972086 $ Documents and Settings 
9872972006 01: Progran Piles’ 
9872972006 : TempE14 
4872972006 202 Jaudio-log 
0872972606 H , ‘ SOEUD ales 
0872972006 242 376 hbpcmers- logy 
Begangeeee š . 2 ; ° porate pal 
0971572006 : io? sysinfo.htn 
8972272006 : 605 38982 .802635625 htm 

: hs_err_pid876. log 


DOS is the best example of this type of OS. 

LS ILS ILS ilaia a sien S l i Ob leo S Gi S US Let phe yl 
| -a US Jae 2 ILS Gl Bye aS SHES oe Gay TLD SS ula 5 SIs 

Q. No. 2: What is the difference.between GUI and CLI? 

Ans: 


Features 


Multitasking 


Command Line Interface 


Difficult. for the user to 
memorize SO many 
commands. 


Graphic User Interface 


Easy for the user to use a 
mouse and click the 
required icon. 
Sometimes the user has 
to resort to a command 
line to complete his task 
User has windows that 
enable him to view 
control and do multiple 
tasks at once 


User have much more 
control of their file 
system l 


Difficult to view multiple 
things at once on one 
screen 


User is able to get his task 
done faster as he needs 
to use his keyboard and 
execute only a few lines to 
perform a task 


keyboard 
difficult for the us¢ 
his task quickly 


r to do 
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pite of the ease of 
ting shortcuts and 
tasks, Scripting is still 
difficult in GUI. 


sequence of commands to crea 
perform a task 


„: A computer operating system manages the software and hardware 
mources: On a computer device. The main functions of an Operating 
system are to: ‘cate’ Sith i 

} cate wi 

1 sen internal and external hardware through 
i. Provide a platform for different applications to run. 
ii, Allow a user to interact with the computer and the 
with the user. 


iv. Allow the computer to multi-task Wisse ysa c5 y K at one 
and the same time. 
v. Handle file and disk management. 
vi. Deal with the user accounts.»(User accounts allow different users to 
have access to specific data oma computer ee SS LS (ogee yt Some (57 l 
sly Sis.) 
Q. No. 4. Describe different stages of development of Windows 
Operating System. : 
Ans: Microsofts Windows operating system was first ae ss 
1985 by Bill Gates/ Since then a lot has changed J» 42 seni feet 
i r has 
~$. Today, Winlddws looks very different. Computing a minimized 
increased, and the use of the keyboard and oon a oe 429.5 WE 
by introducing*the touchscreen. og cy Jhal S eget» l 
l$ 


computer 


. November 1985 
Windows 1: The original Windows 1 was e alenat in 16-bit. 
and was Microsoft’s first attempt at a graphica , pior It 
ced Windows1 in maximise bs obj & i 


Windows 2: Windows 2 repla u saz OF 


"troduced the ability to mini ise US 1° 
Windows, the control panel and 
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3 was the first Windows tha 
he ability to run MS-DOS 
6 colours bringing a more 


Windows 3: Launched in 1990, Windows 
required a hard drive. It introduced t 
programs in windows, and supported 25 


colourful look to the interface. 2. It i 
— leased in 1992. It introduc 
Windows 3.1: Windows 3.1 was T° that could be distributed oA 


TrueType fonts. It was the first Windows 
CD-ROM. a 

August 1995. With it came the 
u. It also introduced a 32-bit 
first ever Start butto and focused on multitasking. Internet 


environment, the task bar : A 
Explorer also made its debut..wiweTon Window! 

Windows 98: It was released in June 1998. It introduced Outlook 
Express, Windows Address Book, Microsoft Chat and NetShow Player, 
which was replaced by Windows Media Player 1n 1999. 


Windows ME: Windows Millenniu 
2000. It introduced some importan 
automated system recovery tools: 


m Edition was released in September 
t concepts to consumers, including 


more 
Windows 2000: It was released \in Februa 
Microsoft’s business-orientated gb oiy 
later became the basis for Windows KP. 
Windows XP: Windows XP. was released in October 2001. It was also 
based on Windows NT (New Technology). 
Windows Vista: Windows Vista was launched in January 2007. Vista 
updated the look and feel of Windows with more focus on transparent 
elements, search and security. 
a 7: It was released in October 2009. It was intended to fix all 
e problems that had made the Vista a failure US Jo sS ics pL luai SY! 
ib g ýl bake u” 


. =- s S .jb, 3 ~ 
dey Sb dmg Sup ki. It was faster, more stable and easier to use. 


ry 2000. It was based on 
system Windows NT and 


Windows 10: Wi 
ae : Wind 
Sunplify compli rus 10 was released in 2015. It was designed to 


Icated feature 
S so much that it could work on screens 
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ranging from 4 t 
} o 80 in or 
some of the elements of Te a sais 


j Q. No. 5. What a 
re th 
operating System? j 


miliarity of Windows 7 with 


basic j 
objects or components of Window 
s 


Ans: The basic objects or c 
are: 


1. Desktop: The main screen th 
EE: -+o at appears on the monitor when 
E e d is turned on is called the 
haan p. It is the on-screen work area on 
pom ieaie icons, menus, and 
as oxes appear. The taskbar, 
- at the bottom of the. screen, is 
so part of it. Here you can see all of the 
een See] programs, files or folders that are opened. 


_ My Computer: On 

2 ade ba gee oe there is an icon) captioned My 
contains the different 
portions of the hard drive. 
Each portion is called a drive. 
Some computers have 
‘multiple drive letters (e.g. C, 
D, and E) representing 
different portions of the hard 
drive. It also shows any CD 


drive or USB drive if attached 

to the computer. 

3. Recycle Bin: It isa storage spac 
folders are moved: Deleted items can 


restored ng ySule LS Jy bp 1 yb Jie 
document created in MS Word or MS Excel 


4. My Documents: Any o 
is by default pai hardin uxt whee U8 oet o bss po a BS Ole 
ey saved in this folder unless some other location is specified. 
5. Windows Explorer or File Explorer: It is the file manager used 
by Windows 95 and later versions. It allows users to manage 
files, folders and network connections, as well as search for nes 
and related components. Windows Explorer is now called Fue 
Explorer. 
` Internet Explorer: Windows Explorer should not 
With Internet Explorer. The former is a file browser, 


om i 
ponents of Windows Operating System 


Pa ER vew Peores Tocs Heo 


Ori O r oe Diaan | E- KES reee 


e where all deleted files or 
be removed permanently or 


be confused 
whereas the 
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latter is a Web browser. It is used to s l 
Explorer was one of the most widely used web TOWser 
the launch of Google Chrome (2008) .Its Popularity has Efore 
declined after the introduction oO Operatin 
like Android and iOS that do not run Internet Explorer. YStems 


urf Internet 


uilding block of l , 
ch, it is the most im. oe Staph 
em. It has 


objects in MS Windows. As su 
of Windows Operating Syst 
bar, Minimize and Maximi 


functionality, users and 


Q. No. 


6. Differetiate between Single 
Multi- 


-User operating system and 
User-operating system. 


Ans; 


A multi-user ane 
operating system 
been designed for 
more than one wae 
access the compu 
at the same OF 
different time. 


A single user operating 
system provides 
facilities to be used on 
one computer by only 
one user. 


r to 


Single user, single l 
task: A single task is 
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performed by one user 
at a time. Example- 
The Palm OS for Palm 
handheld computers. 
Single user, multi- 
task: Several programs 
are run at the same 
time by a single user. 
For example- Microsoft 
Windows. 


systems are multi- 
user systems in which 
CPU time is divided 
among the users. The 
division is made on 
the basis of a 
schedule. 

Most batch 
processing systems 
for the mainframe 
computers can also 
be considered as 
‘multi user.’ 


Unix; Linux and 
mainframes such as — 
theIBM AS400. 


Windows 95, Windows 
NT Workstation and 
Windows 2000 l 
professional. 


Q. No. 7. What do ‘events’ mean? What are mouse events and 
keyboard events? l l , 
ia Microsoft Windows is referred to as an event-driven ae 
system. It is because it captures, í rformed by 

mouse and the keyboard. These,actions are called 


els SS Juss — caen ied 
e i : ned by using the mouse are calle 
Mouse Events: Actions®perform y ne oa anio ee ii 


mmon events acti i 
mouse events. The most co the left mouse button, Windows 


rtain tasks. Generally, this 
r text in a document or to 


captures the event 
event is used to se 
re n such as cs : 

press a butto mes izing a window. 


2. Right Click: This event is 
used when we want to see the 
properties of an object such as a 
file, folder, desktop’ etc. For 
example, if you right click on the 
desktop, you may see a menu pop 
up that includes "Open" and "Send 
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to." If you right click on a folder, the menu might include Options 
such as "Open" and "Properties. 
3. Drag: This event is activated when the — rahe 1S Pressed ang 
at the same time the mouse is dr agged. y ti ae SO More than 
one item can be selected at a time. This event is also used to drop 
an object into another application. 


Hold and Move Released at P2 


Taise atPI Pressed 
ts: Actions performed, by using the keyboard are 


provides two events that occur i. 
one event when a user 


Keyboard Even 
called keyboard events. Windows 
when a user presses a keyboard key and ii, 
releases a keyboard key: =~ Joc) 92 see ntl AS ny re Sal La oF US bn S 


The KeyDown event occurs once 
The KeyPress event, which can occur multiple times when a user 


holds down the same key. . 
The KeyUp event occurs once when a user releases a key. 


Q. No. 8. What are’ the main features lucy. of Windows 


Operating System 2000? 

Ans: Windows ‘2000. is an operating system for use 
both client and server computers. It was produced by Microsoft 
was dJaunched on February 17, 2000. It was succeeded by Windows 
XP which was released in October 2001. Its main features are: 


1. Multitasking: Windows 2000 is a multitasking operating SY ae 
Senseo means that the operating system is capable 
ee multiple programs into the computer’s memory at om 
ae performing two or more processes at the same = ft 
— bs 2000 allows you to perform multiple tasks at a um are 
b sponds to all tasks so quickly that it seems that these tasks 

eing done all together. 


2. Multi | 
mem Processing: Windows 2000 is also capable of 
microprocessors in a computer. It is done by d 


on 
and 


or 
ing two © 
using big 


ividing 4 
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task into a number of small components. Then each processor is 
assigned a different component. In this way, different processors 
work on different components. The result is that the task is 
completed in a very short period of time. 


3. Multi-User Operating System: Being a multi-user operating 
System Windows 2000 allows multiple users to use the same 
computer at the same time. 

4. Plug and Play: Windows 2000 has the capability to automatically 


detect the device, load new drivers for the hardware if needed, 
and begin to work with™the newly 


connected device. 


ib PLUG & PLAY . 
5. Networking: Windows 2000 
provides _ proper features for 


(C f`“ establishing, . maintaining and 
_ troubleshooting a network. 

Q. No. 9. What is a partition? Describe)Windows disk and file 
management features. 
Ans: A partition is a portion of harddisk that functions like a separate 
disk. Partitioning a drive into\smaller sections increases system 
performance as it reduces theswork the computer has to do to index 
and find files. Partitions allow you to install more than one operating 
system on the computer, Windows usually create three types of 
partitions: Primary Partition and Extended Partition and Logical 
Partition. 
Primary Partition: 
An operating system, ca 
primary partitions, or t 
partition can be created on a 
created on basic disks. They cannot be furtł 
Pel drive, or a partition on that drive, is assign 
rive C is used for the startup drive. 
Extended Partition: Extended partition is that part of a disk that 
contain other partitions. It can be created without the ES e 
Primary partition. But out of four partitions on a physical dis ret eel 
Can be artti Extended partition can be subdivide 
a an extended partition. ved partition is not use Ato 
st multiple logical partitions. The exten pa 

ore data. It is, rather, used to hold logical partitions. 


Primary partition is used as the system partition. 


n start from a primary partition. Only four 
hree primary partitions and one extended 
basic disk. Primary partitions can only be 
rther divided into sections. A 
ed a new drive letter e.g. 


Scanned with CamScanner 


Easy-to-Learn series, Trend Computer Science 


Logical Partition: A volume created within an extended partition on 
basic disk is called logical partition. A logical drive can be formatte 
and assigned a drive letter, but cannot host an operating system. d 


Q. No. 10. Describe Windows Disk Management Utility. 


Ans: Disk Management allow 
8 


ee | full management of the disk 

aioe’ Fees] based hardware recognized 4, 
ieu ak i| Windows. It is used to mana y 
eae T seg sal the drives installe d 3 
H} computer—likefhard disk 


drives, optical » disk drives 
Bd A AH œi] and flash drives. It can be Used 
aia ac | “HE t tition dri 
iiscaid ecm piain a ses o pardon we rives, format drive 
oe} S, assign, drive letters, and 
much more. It shows which drive contain the system partition, It 
also shows the health of both physical and logical drives 


Q. No. 11. Explain Windows File Management system. 


Ans: A file is a unit of data in the fileysystem that a user can access 
and manage. A file is created using a software program on the 
computer. For example, to create adocument you would use a word 
processor. Files are stored on a drive such as the hard drive or a disc. 
Files may also be contained in a folder. In Windows, all programs are 
stored in the Program Files folder and all documents are usually saved 
in the My Documents folder. 


77, be 


eg Files are identified either 

RS Lk 1 a | by the file extension of the file 
| toiko D Eo LRE aS or the data contained in the 
niente ‘ Vs : file. The extension is a three- 


= or four-letter abbreviation that 
signifies the file type. For 
example, 

in computer1.docx the 
filename is computer! a” 
the extension 
| | is docx. Extens 
application can open the file. For example, the doc exten 
your computer that the file is a Microsoft Word file. 


If Windows fails to recognize the file type, it shows a j 
asks us to choose the proper application to open the file. 


what 
tells 


jons show 
sion 


_ eal 
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Q- No.12. what does Windows Explorer do? 


e tncal Dink (cH i 
Ans: Windows Explorer 


is the file management 
E application in Windows. 
g at It offers many functions 


fl occ a that can be performed 


galt ip “4s, ¿| on files and folders. For 


COstenra a 
S artem Volume Information 4 example, you can cut, 
Ss “ g| copy, paste, rename or 


arent 5 8.t-bnary g| delete a file. 


Windows Explorer 
contains , two panes 
yiSys. The, left pane 

——— | shows folders and drives 
on the computer in a tree view shape. The right pane shows the 
detailed view of the folder or drive that you have selected in the left 
pane. On Windows 8 and 10, this app is called "File Explorer". 


Q. No. 13. List some important shortcut for Windows. 
Ans: Keyboard shortcuts speed up almost everything you do. Following 


are some useful keyboard shortcuts. They*€an save much of your time 
that you have to spend on using the mouse. 


tab or new document 
do 
O 


ji 


T 


Scanned with CamScanner 


| 
| 


198 
Easy-to-Learn series, Trend Computer Science 


tl t ed o nd of the document 
18 ao full word at a time 
G19. [Alt+F4 sd Close the active program 
. Open the Start menu 
P21. [Windows key +L | Lock your computer 
32. [Ctrl + Alt + del» Reboot the computer LT 
Manager 
menu 
D 


4. 
25. | Shift + Del elete any file or offer Abject 
E without throwing dt into the Recycle 
Bin 
Activates help for current open 
application E 
or folder 
F3 Starts find or search when at 
Menu. 
Create a screenshot only for the 
active program window 


Q. No. 14. How does Windows control printing job or documents? 


ES 8° Windows print 
| Genera features enable you to 


| Select Printer install a printer on your 
Se Fox 3 : the 
S Hewlett-Packard HP Las FO mat re Microsoft XPS Docu comp uter , to nge” to 
Fö Microsoft Print to PoF | Print aes E default primer aa tor 
< Co BATA TUNA 4 o ban OR print SONS documen be: 
Status: Ready | Omen |? image. Printer can 
Locsin: | Run as administrator > 4! h d na networ 
a uean) | Shared o 
Var nhl A sue fault Printer iy i t alisi i ou can 
Page Range a Printing Preferences... nee} also. tele i rinters, 
m th nemo A EE i e 
ga | Pause Printing install Sea? a a 
Seluction Pe irae ig ag 
iin Sharing. ere only one of the 


Printer at anv ti, 
e St y time 


as a default printe jaolt 


Use Printer Offline 


by selecti can change a 
art me =e ecting printers from the setting SU?!” 
nu, and then Clicking on the option ‘set as default pri 


enu ° 
3 
nter: 
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How to add a new printer: 

To use a printer, your computer must have a printer driver. 
you also have to use certain settings to tell your computer how to 
| find the printer and what to print. 

e Click Start button 
FẸ ollow the settings submenu 
Click printer l 
A window will appear. 
Click Add Printer 
Follow the steps offered by the wizard to add an new 
printer. 


print Queue: 
Simply by clicking the printer icon, you can control a\printing job 
ina number of ways: 


Reval agmen: 


— 
4 Document Name Status Owner Pages Size 


[$ Microsoft Word - Document24 Deleting... p= === -+ SA KB 254 KB 
Pause 


i Réstatd 
| be YA : 
ee fancy 


{1 document(s) in queve SO ee: Properties 


you can stop or cancel a printing job at any time 


you can change the printing lay out from landscape to portrait or 


from portrait to landscape 
you can also change the print 


finishing. 
Exercise 7 


Fill in the blanks: 
i. GUI stands for 


ing preferences e.g. effects and 


ee we eee, 


Ans. Graphical User Interface 


ii. The capability of an operating system to load multiple 
programs into memory at one time 1S called ---------- 
Ans. Multitasking 


iii ; tically 
iii. With plug and play a computer can automa 
and kaai ------ device. Ans. Detect, Configure 
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: ; ; d on a ------------ fil 
iv. Multiple actions can be performe . e 
aans refers to a portion of a disk that can Ype. 


ne Ans. Registered 
. artitions . 
contain other p m allows multiple users to 


Seinen erating syste 
A op t the same time. Ans. Exten deg 


v. 
erform multiple tasks a a 
vi. Windows explorer offers ag , actions that can be 
enad aua and ---------- 
performed on Ans. Multi,User 
a . Bo ile Ni esege for all printing jobs. 
tain a 
vii. Windows main , Ans. Files, folders 


iii items are stored in 
viii. All deleted i Ans. Print queuè 
isk Management utility gives you a---gaa, ~~ Mterface 
The Disk 8 Ans. Recycle bin 


2. Choose the correct option: 


i. An operating system isa 
(a) System Utility (b) Application Software 


(c) System software (d) Software.package Ans. c 

(ii) Ctrl + Alt + Del is Ans. b 

(a) An invalid key combination (b) Recognized by windows only 
(c) Used to close the active window (d) Both b- and c 
(iii) As compafed to command line operating system, a GUI 
operating system is 


(a) More efficient (b) Easier to use (c) More reliable (d) -All of the 
above Ans. b 


(iv) Thé maximum number of primary partitions that can be 
created on a disk is 


(a)"Two (b) Three (c) Four (d) one of the above 
i Ans. c 

(V) Windows explorer is used to 

(a) Access the Internet (b) Explore system resources 
(c) Perform maintenance on the hard disk 

(d) Navigate files and folders on the computer Ans. d 
3. Write T for true and F for false statement: 


(i) Primary partitions can not be created on basic disks: 
Ans. F 
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(ii) | Microsofl Windows is a single user operating system. 
Ans. F 


left pane displays folders and drives 


(iii) In windows explorer, 
Ans. T 


on your computer in a tree view shape. 
(iv) With Windows explorer, you can only manage the local 
files, folders and drives. Ans. F 


(v)GUI was first introduced by Apple’ s Macintosh computers. 
Ans. T 


(vi) Operating system is responsible for the effective use of 
computer system. Ans. T 
(vii)Maximum four primary partitions can be created’on a basic 


disk. | Ans. T 
(viii )Windows checks the file extension against a database of 
Ans. T 


registered file 
(ix) Disk management also indicates which drive contains the 


system partition. . Ans. T 
(x)Prior to Windows installation on a computer, the disk is 


partitioned. | Ans. T 
Define operating system and discuss their types. — 


4. 

5. Give a comparison between Command Line operating 
system and Graphical User Interface. 

6. Discuss differentfeatures of Windows 2000 operating 
system. 

7. Write a short note on each of the following: 
Disk Management Utility - Windows Explorer - Print 
Queue 

8. What do you mean by Plug and Play? Does Windows 


2000 provide this feature? 
9. Define Partitioning. Briefly describe primary and 
extended partitioning. i 


10. Differentiate the following: 
ing - File Management 


Multitasking and Multiprocess 
and Disk Management - Single-User operating system 
and Multi- User operating system 


ca) days yet Ulric iiS Glee aS Mg pa! 
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Chapter 8. 


Q. No. 1. What is word processing? 
Ans: Word processing means 
uction of documents, as letters 


iting, formatting, editing, printing an N 
piia books Wa pAperS; magazines and graphical images, through 


lled word, processor. The most 
f a computer program ca 
Sion aan pienet d for these purposes 1s MS Word or 


r use 
Microsoft Word. 
3A (pO Lr bere ahd I P a 
Sri z-e VEL ESI 


d prod 


Lote O eZ espe Lipsy 
OPE F iF ES egent le 

E PIZTEN 
is “used by almost all public and private 


by, individuals who use personal computers. 
etter than a 


Word processing 
organizations as well as 
Q. No. 2. What isa word processor? How is it b 


typewriter? 
Ans: A word proces 


sořis an electronic device or computer software 


application. Jt provides useful tools for composing s m & tate Gye" 
us JSt, and printing of 


editing USwtke BS guai, formatting sax oF 
documents. It also helps in adding images, sounds, charts and 
graphics to)these documents. By using a word processor We can also 
create any document to be published on World Wide Web (WWW). 


How a word processor is better than a typewriter. 
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Typewriter 
A typewriter is 
a mechanical or electromech- 
anical machine. 
On a type writer, you cannot 
save Or back up the 


document. 


On a type writer, you cannot 
cut, copy, and paste a piece 
of writing Or image and 
place oa SS ole: it on 
another document. 

Typewriters have only one 
template au and one or two 


colours. 


you cannot 
or correct 


typing, 4 


it is difficult 
sa word, 


On a type writer, 

make changes 

mistakes when 

document. 

On a type writer, 

to insert US Jel GHE 

sentence, Or paragraph at 
place in a document. 

On a typewriter, you cannot 

shift or move any portion of a 

document from one place to 

another within a document, 

OF between different 

documents. 

On a type writer, 

send a document 

printer. You can get only one 

hard copy. 
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ee a 


Word processor 


A word processor is a type of 
application software. 


On a word processor, you are 
able to save the document on 
to any drive you like such as 
a USB drive. 

On a word processor, ,you 
can cut, copy and paste any 
text or image from another 
document or web* Site \and 
place it on your document. 


Word processors have many 
templates\that can be used 
for letters, resume, articles 


etc. You.can’ also add any 
colour of,your choice to your 


work. 
On a» word processor, you 
dan easily correct typing 


mistakes. 


On a word processor, it is 
easy to insert a word, 
sentence, OF paragraph at 
any place in a document. 


On a word processor, you 
can easily shift or move 4 
portion of a document from 
one place to another within a 
document, or between 


different documents. 
On a word processor, you 
can send the document to a 
printer to get a hard copy. 
Many hard copies of the 
document can be created. 
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However, there are also some similarities Nalubetwoe 
typewriter and a word processor. Both typewriters and word S 
create texts with characteristics of print. Both have a similar keybo 
with "return" and "enter" keys, "shift" keys and a “space bar", ard 
Q. No. 3. What is a simple word processor called? Describe its basic 
features. JE > wilona gak 
Ans: Simple word processor is called Text Editor as it is used just to 


type and edit text only. In Windows, WordPad and NotePad are bw, 
simple word processors or Text Editors that provide only basic features 


Some of these features are given below: 
1. In a Text Editor we can insert textyatyany place in the 
document. ; 
2. We can easily delete selected characters, words, lines, 
paragraphs and even pages from the document. 
3. We can cut or remove a_word or the selected text from the 
document and paste it at any other place in the document, 


4. We can copy or duplicate the selected text to be placed 
anywhere in the document. 
5. We can easily Selecthand use the size of the document and its 


margins..according to our need. The text editor then 
automatically,adjusts the text. . 


6. We can find a specific word or text and then replace Jed! 
| US itwith another word or text. 


7. We can wrap the text around the next line without hitting 


the enter key. This happens when the line reaches the right 


oe It does not stop here, and continues with the next 
ine. 


a 25.20 See ee 


8. We can gave the document on the disk permanently so that 


we may use it at any other time. 


9. We can easily print the document to get its hardcopy. 


Q. No. 4. What are the main features of full-featured processors? 


as p editor is a simple word processor with limited features ed 
“'wexee. On the other hand, full-featured word processor is advane 


= Se SS a a 
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word pro i 

the best oe with many additional features Dhieyat lol, MS Word is 

ofa fallen Pi of a full-featured word processor. The main features 
atured processor are: 


1. Iti 
Wi iia aa Gw Wl of file management. It helps the user 
=g itie . ete, move or search different files. 
on ara user to change a font or fonts within a 
> e aaa agg ns the appearance of the text „$ z5 
ie ees (Sx! or a document. We can make font bold or 
n underline a single world or a group of.words. 


3. Its a ne 
eons sys a5 ssl Ghd pesas feature allows us_to specify the. 
BS ea P ae Ox aS yas Sl. S 4aboits margins, indents s3 
ee e Ath S sew ha Sand line.spacing. Sh- 
4, The Header and Footer feature/of\a “full-featured word 
processor enables us stt bb olgay | 


is to add text to the top of every page -- called Header or 


Bie to add text to the bottom ofievery page-- called Footer. 
article or the page number, 
5. It automatically 42 puts the correct number of each | 


page of the document. | 


6. It helps the user to insert pictures, clip art, different shapes 


and charts in the.document. There are some word processors 
that allow the user to create his images himself. 

utoCorrect == 3 35 S HE us 
the misspelled word. bi Vp uw BLE or 
so that the user can 


7. Spell.checker and A 
lus Sfeature either corrects 
highlights &S „bus it and gives options 
correct the word himself. 


8. ar 
‘i Dictionary and Thesaurus 
define a word or to give some substit 


feature helps the user to 
ute Joi for it. 


| i can help the user to generate a table of contents and 
r ndex based on a code that he inserts in the document. This 
ĉature is very much helpful to the writers who write books. 
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i 


10. Mail Merge ÙS pèu ux ems SK is an important f 
that helps the user to create letters, forms, envelopes eature 
etc. By using this feature we can merge text or databa. label, 

one file to another. ase from 


11. In a full-featured word processor, we can edit t 

documents that a ar i i : "O or More 
oc ppear in different windows at the sam 
time. e 

12. In a full-featured word processor, we care aut 

frequently used tasks eS ly oe —S SI by creatin Dand aca 

1 
macros. Macros are shortcuts fôr formatting aia 
paragraphs, page and templates. By Usingeshortcut keys thot 
keys) the tasks are done in a short time. 

13. A WYSIWYG (pronounced wiz-ee-wig) is an acronym 4i, 
al Why SS Bam ale eS BU See Gl 29s for "What you see is what 
you get". In computing, WYSIWYG application is one that 
enables you to see onthe display screen exactly what will 
appear when the document is printed JOY n Gy SoS Syn ptr 
wy UT pba aay S ig 25,3 3 Gal p> ITB oy ety 

14. In a full-featured word processor we can’ generate 
footnotes at the bottom of the document. We can also 
cross-reference ah L gs 3,5 S Lyp m (jee Laz SK) other sections 
of the. document. Cross references refer readers k 
information’contained in another part of the same text. 


sor 
Q. No. 5. What is interface? Explain Word proce 
interface. 
Ans: With hardware equipment, to interface ™ 


appropriate physical connection so that two plee 
can communicate or work together effectively. sel? 
le r= * 


king 4" 


i 
ma 
eans ent 


es of equip™ 


ro 
Is to cont to wor 


in or er 


Word processor interface consist 
It displays a document and several too 
grouped together in different toolbars 
document. 
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jra 


Quick Accest 


office Button Ra Toolbar Title Ba 
N he | 
OJ may Y Sen — ET 
a ie gis os 
DU SATa ED TE ba ge bio Tne a 


oe ha eo oe ee E i 

Tab Selector “ ellie | set e | OY Í 
dide ij Scroll Bars 
button 


aiun 


Quick Launch Bar 


Dialogue Box [15] 


Louncher 


ae ee 


ee hee i eisai Parren: 4 pata 


ae aa, j P 
19. First Lino Indent 

20. Hanging Indent ` View Shortcuts 
Title Bar 


Title bar is located at th 
displays =x buss the name of th 


[9] Zoom Slide 


e top ofthe screen. Word processor 
e currentes se document on it. 


Menu bar 
Each word on the menu bar represents a different menu. Each 


menu contains different commandswbly of word. 


Standard bar 


Standard bardisplays some of 
RIDEESSINS tasks. The tagits are ponn copying and pink 


yi Microsof Word- N WHIT ML html. 


TR 


the most common word 
ing files etc. 


OT eel clea alll == : Toi 
Zi Times New Roman A Nica; 


n mag Eee 


Apae aii a e tn paa 


Formatting toolbar 
access various 


c Formatting toolbar is used to 
*Mmands hy S abby thm quickly such as font ty 


te 
xt alignment etc. 


formatting 
pe, font style and 
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—— a 
Status Bar 


The status bar is a horizontal „#f area at the bottom of the 
document window. It provides information about the current state of 
the documents. wypo odgy0 yS j 99 


Scroll Bars 


; ; LS 3 
Scroll bars yus slo gre we or bb A a i has 
the ment. 
A SLL cadyiseuses are used to move in can 


scroll the document by clicking the scroll arrows at either end of the 


scroll bar or by dragging the scroll button in scroll bar. 
Rulers . , 
The horizontal ruler can be used to set tab’stops and indents or 
to adjust the width „isy of columns.: The horizontal or vertical ruler can 
also be used to change the page margins.or place items on the page. 


Q. No. 6. How is text entered and edited in word processor? 


Ans: The processing of typing text ina document is called entering 
text. The processing of changing»the existing o29-9 document is called 


editing text. 


The word processor places a blinking S> insertion point at the 
top left corner of screensJt is known as cursor. Te cursor indicates the 
location mús 4S pli Gul where the next character will be placed in the 
document. The. curson moves forward on the screen as the user types. It 
moves to the next line as it reaches the end of line. 38 0 bd lata? 


wert Dh She shan ASN gS Soles ne STS pas ssl any ly ah STS Geet 
Word, process allows the user to change some text without 


retyping the whole document. It is different from type writer where the 


user has to type whole document again. There are many ways to edit a? 
existing document. 


l. Typing Modes 


. s6. 
All word processor provide two modes of typing jbl y ab 5 
These are as follows: 


| | isting 

ME Modelnsert mode is used to insert text in the oe user 

a apts The existing character moves to the right side when 
cnaracter. It is the default Oa ly mode of MS Word. 
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Selecting Text: To make any change 
in the text it must be selected first. It is done 
by dragging the mouse over the text while 
keeping the left mouse button pressed. 
Another method to select the text is to hold 
down the SHIFT key on the keyboard while 
using arrow buttons to select the text. 


The following procedure is used to 


write text in insert mode: 
l: Place the cursor where the text is to be typed’ in, insert 


e. 
o 2. Make sure that [OVR overtype mode] optiomaonàstatus bar 
is not highlighted. If it is highlighted, press insert key to disable it. p5 
ws SU 2 rgb 5- u Sy a S | 
~ 8: Type any text. The existing text will move*to the right side 
and new text will appear. . , 
ii. Overtype Mode 


In overtype mode, the new character replaces the existing 
characters. The following procedure*is used to write text in overtype 


mode: 
'TINSRT ‘FOVER 
wer 
Overtype Mode ~ Overtype Mode 
Off On 


i. Place the cursor where the text is to be typed in overtype 
- mode. l 
Preŝs the insert key, the overtype mode will be activated. The 
(OVR option on status bar will be highlighted. 
text iii, Type any text. The existing text will be overwritten by the new 
| 2. Erasing Text 
fto a keys on the keyboard are used to erase text = S ole S yy pi 
á document. These are: 
1, Delete Key 


Th 
° delete key erases the character to the right of the cursor. 
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ji.Backspace key 


Backspace key erases the character to the left of the cursor 
The delete and backspace keys erase one Character at a time Th 
user can select multiple characters and then press delete key to dilet 
all selected characters. e 


3. Undo and Redo 


Undo ups > command is used to remove the effect of the lagt 


action or number of actions. Redo ULS obs command is used to remove 
the effect of undo command. 

4. Formatting text 

Formatting of a document includes: 

1; Changing the appearance of the text. | 

2. Adding picture and graphics 
Controlling the layout of the text on the page. 


3. 
(Thanks to: www:desktopclass.com) 


Q. No. 7. Describe page formatting. How is it done? 

Ans: Page formatting is the layout of the page when it is printed on a 
printer. It includes page Size, page orientation US gw S c, page 
margins, header and’ footer etc. Page formatting is defined in page 
setup dialog box. 


. Page size 
The tengih kJ and the width „ly of a page of a document is called 
reg (for.example, Letter, Legal, A4, or custom size). Page size is 

ery important’in the formatting of the page. Page formatting changes 
according,to the size of the page. aki j : 

. Page orientation 


T ET , 
he direction in which document is printed on the paper is called page 
two ways: 


orientation, 
These are: The document can be printed on the paper in 


. Portrait: : s gi PE 
ep oriwa printing means that the paper is taller than it 1 
Most letters are printed in portrait orienta 


Landscape: landscape printing means aen a 
the paper is wider than it is tall. Tables ™ 


s wide. 
tion. 


c 
ree wa ee a 


y 
£ 


A Be TAREE 
peA pas m ae 
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2. Type the heading i 


3, 


_ 


n , 


jarget number of columns are often printed in landscape ori 
1 i š e orientati 
page orientation of document is defined in page setup dial ation. 
Header and footer og box. 
Head xt that is added to the top margin 
docume ber. Footer is text 


margin. 
Q. NO: 8. W 
This option. 

s: Header is the te 
the text that appears 4 


Insert tab 


er is te 

is title or page ones of every page. It includes 
that is added to bottom 

hat Is Header And Footer? Write The Procedure To Use 


xt that appears at the top of each page. Footer is 
t the bottom of each page. 


Header & Footer Buttons 


Sage 


pe Frond 


asdi A (2) 


eDocument = M roroft Word ae 


i awe oO |+ ái 
; Home E inser Page Layout References ntaibhngs Revere view 
a z liu iL EHe (ra) 72 a. a meade IA: AD Quek Parsi B p 
—— oe te” i - 
pages Tabie PIKE Pr Ps Text gawes B Setmpols: 
x ix i — rhge Humne! + pore serene "ed? s 
der & Footer wa 


tat are designed to goordinate with the overt 
s talinsert tables. headers, footers. sts, LSA 
When you create pictures, charts, oF 


name nnn ae ~—_ 


terie 


H; On the Insert ==: 
| wont 
H , | Í 


$ cks. 
eee | i 
Ym document look. 


nt text by choosing a r 


G eo Lan 


ed text In the docume! 
b. You can siso tami” 
* 


You caneasil i= 
i n | 5 gallery 09 the Home ta 
ontrols offer a choice of oti 


i 
I 
del: 
| took for the ï 
j Tk Home tab. Most € 
| pecify directly. 3s 
vta M 


`| text directly laerei : ! 
using the tool "a J ih a format that you $ 
| o'l n me aaie E IO M Pae iae = RRA 
Í i y areni ae Jarit 28 

á MEA > a um O Cho 


2 


nd footer 


edit Header option Built-in 


Header styles 
nd Footer fr r. The header a 


om menu ba 


Select View 7 Header 4 


toolbar will appear: 
nedeader box: | 
ew a list of 


auto text button to vi quick options 


ent date and 


Click the insert 
mbers, curr 


available. 
5 other options on toolbar to add page "Y 
me, di 
| switch between header and footer button on toolbar to add footer. 
ick the close button on the toolbar. 
. a 
Q.No.9, Write the procedure to Insert Page Numbers in 
rina document is as follows 


S: 
cine procedure to insert page numbe 
e Insert > Page Number. 
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File Home Insert Design 


Boso OGM HEA 


if ; ter 
| Cover Blank Page Table Pictures į {Comment Header roo A Number? p Box”? Parts - 


, Page> Page Break ni r a , 
` tn Header &F [F] Top of Pag 
Pages Tables | iComments a 
ty [a] Betton of Page > 
| if s 
i fe) Baye Margins > 
[Đ Gurrent Position > 


| i ; lõ Eormat Page Nurnbers... 
E 


Remove Page Numbers 


ex 


2. Choose a location, such as Top of Page or Bottom of Page, and then 
pick a style in the gallery. Word automatically numbers every page. 
3. When you're done oS S bes PS byl ol or choose Close Header ang 


Footer, or double-click anywhere outside the header and footer area, 


Header & Footer Tools 


Design Q Tell me what you want to do... 


{V Different First Page L Header from Top: [o.s” 


emmy omens 


[Z] Show Document Text [E Insert Alignment Tab 


Options Position 


Q. No. 10. What are fonts? Describe different types of font. 


Ans: The appearance of textsin the document is called font. Fonts are 


used to make the text of.different styles and size. There are two general 
categories of fonts: 


Y Serif 


Y Sans-Serif 


Text Text 


Serif Font Sans Serif Font 


l. Serif 


San : tops 
enf font displays tiny little lines yy SI) Sete isty OF extensions at the 


and 
bottoms of most characters in the font. 
Example 


Times New Roman 
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pe aaa aa sae 


ns-Serif 
3, This type of font does not have serif 
i A ss yes S a> oS = bk Us4> 0 
, aie LŠ Pr oS oo adds decorative touches to a cece 
This type ° ont is useful for headings, so they stand out ioti 


body text. 


g, 5a 


gxample 
Arial 

Note the 
Times New Roman 
Q. No. 11. What is th 


Though font and ty 
a clear difference between them 


ive thought that carries with 
cribed until you find a way, to manifest ULSI 6S cel 


r or create a digital version. Now it will be a 
ce is the creative idea. A font is the 


difference between the two fonts: 
Arial ! 
e difference between font and typeface? 


peface are considered to be interchangeable Jats 
_ A typeface is an idea — 


Ans: 
it descriptors and traits. 


pes there is 
an original creat 
It can only be des 
it, Draw the idea on pape 
font. We may say: A typefa 
manifestation of it. Jih 

Q. No. 12. What are the characteristics that greatly affect the 
appearance of text on the page? 


Ans: 
Justify a 
ngen 


Underline 
Numbering 


Highlight 


Bold 


, p= t 
a 


Bullets 


Stes and 
Fant Size 
Increase indent 


halic Align Right 


ting toolbar. Font size is 
in business 


m the format 
sed 


F : 

* nt size can be set fro 
ieina in points. A common font size u 
cuments is 12-points tyP° 
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, Font color 


_ Superscript: It raises the te 
_ Subscript: It lowers the text an 


_ Emboss: It displays t 
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Font style 
Font style is used to bold, italicize and underline the text. Formatt 
toolbar contains separate button for all of these options. a 


g 


o change the color of the text. 
In addition to these basic characteristics many effects can also be 


applied to all types of fonts. These are as follows: 
Strikethrough: It draws a line through the middle of the/text. 


Shadow: It adds a shadow be 


Outline: It displays inner and outer boun 
xt and reduces 
d reduces font size like x3 


{on the screen. 


Font color is used t 


hind the text. 
daries of each character. 


font sizelike *S. 
ext as raised „ós Gt 


JamE Q, Nof 13.\What is Paragraph? Describe 


awl Paragraph Formatting? 


Ans: 


oe Eege A paragraph in Word is any text that 
ae @ ‘|, ends with a hard return. You insert a hard 
ia id a a if return anytime you press the Enter key. 
Paragraph formatting lets you control the 

phs SI SI 


[C Don't ned apace between par ag aphe of te ame styitr 
: appearance in individual paragra 
oa SS wd me eet ISIS Gib S OAS 
For example, you can change the alignment 
. c a text from left to center or the spacing 
. etween lines form singl double You 
can indent para single to doubd’: 
theta. paragraphs, number them, or add borders and shading t° 


I! Snap to gid when doament gid is defined 


Paragraph Alignment 
Paragraph ali : 

graph alignment determines how the lines in a paragr aph apP a 

ace 

‘l5 


in relation t . 
enero 7 hes ao and right margins. The margin is the blank SP 
8 e paper and where the text is. $n e~ 4" ou 


wat (DUS Aptle Se JES 
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aan a aaa eae eae: 


easiest way to change paragraph alignment is to use the alignment 


The 
ns on the Formatting toolbar. 


putto 


Window Help 


se keyboard shortcuts. Ctrl+L= Left Align; Ctrl+R= Right 


you can also u 
Center; Ctrl+J= Justify. 


Align; Ctr1+E= 

Line and Paragraph Spacing » 

The white space between two adjacent lines 
pacing can be changed to increase the readability „jia 
pacing can be single-spaced, 
le-spacing is Word’s default 


hulinda ispcalled line 


spacing. Line s 
Sule Ah of text in a paragraph. Lines s 
double-spaced or set to any spacing. Sing 
setting. l : l 

Paragraph space is the amount of )space above or below a 
paragraph. Instead of pressing Enter multiple times to increase space 
between paragraphs, you can set a specific amount of space before or 


after paragraphs. 


aph, click the down arrow 
n the formatting toolbar. 


n the same paragr 


to the right of the Line Spacing button O 
Choose 1.0 to restore the single- 


Choose -2.0 for double-spacing. 
spacing to the paragraph. 
d choose Paragraph from the 


l. With the insertion point i 


è Right-click the first paragraph an 
Shortcut menu. (You can also 
electing Paragraph from the Format menu). 

— the down arrow to open the line spacing drop- 
‘hoose Double. You can see the change in the preview box.. 


open this menu by 


down list and 
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4. With the dialog box still open, select Single from the line spacing drop 
down menu. Notice the change in the preview pane. 

5. Choose Multiple from the Line Spacing drop-down list. In the at fis 
key 1.25 (highlight the text in the box and type over it). Press Tab i 
see the change in the preview pane. 

6. Click OK. 

Changing Paragraph Spacing 


You use the Paragraph dialog box to set the space betwee 
paragraphs. Paragraph spacing is set in points. If a document has 12. 
point text, then one line space equals 12-points, one-half line spac 
equals 6-points, double-spacing equals 24-points. : 


Paragraph Indents 


Indentation is the amount of space from page margin at the start 
of paragraph. It is used to highlight some text in the document. It can 
be set to affect every line of text or a single line in a Paragraph. Word 
provides a variety of indents to emphasize Wis got S os 


. aÈ pl 
paragraphs in a document. 


Indents and Spacing | Lino and Bogs Gress | 
Gorr ° . 


Akesan fer =] Quire level: [Body text =] 


Spodng ’ oS Perr ns oe x 
Rofore: 
Altes: 


BT tee, ode caste tye 


EL HOGI QOS EM cet okie 


6 a Ce ee 
- No. 14, How 
Paai are tabs used in MS Word? 


abs are a 
paragraph-formatting feature used to align text S27 


ess the Tab key, Word inserts a tab character and 


ce to the tab setting, called the tab stop. You 
Se Word’s default tab settings. 
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omputer Scie 
nce 


Eas 


Tabs are set to AA a text evenly between the lef h 
u abs a Mista 

b re set every half-inch. ee f 

s are 


margins. Word’s defa 
indicated at the bottom of the horizont 
al ru . : 
peon nunan Y 4c zi psu |= cs tae cal ler by tiny tick marks. 
sail = = yer jo is | 
fe yon oo = 
[ta-|@(B- 


pow | & OY De De 


ant to | - 
use the default tabs that are set at half-inch 


w 
he distance “between the 


If you don’t 
you have two choices. Change t 
bs or create custom tabs. 


tabs, 
default/ existing ta 

There are two ways to set tabs: eith i 
pox or by using the ruler. er by usifig the Tabs Dialog 
setting tabs by using the ruler is an easy, twoz 
step process. Click the Tab Alignment button_on 
the left of the ruler to choose the, type of 
alignment and, then click the position on the 
ruler to set the tab. 

Adjusting Tab Settings 
document by 


You can adjust tabs inserted\ina 
using either the Tabs dialog box or the ruler (by. 
clicking and dragging). 

Q. No.15. How is.a pas 


= Word automatically in 
en you create, a doc 
ai somewhere else in your 
ee so the automatic page 

is especially helpful if you 


e break inserted in MS Word? 


serts a page preak at the end of each pase 
ument. manually — 4) =! add a page 
document. Also, you can se 
breaks are pla where you wa 
tre workin in a long document. 


l cy 

' Click 

À Click tn ert > Page Bret start anew page- 
nsert > Page Break. 
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Layout References 


Design 


3 m oe D F w 
=| 4 ew) 2B cy qe ul 1+ Q Store 
f martArt Chart Screenshot 


Cover Blank| Page | Table ` Pictures Online Shapes $ SB My Add-ins Ț 
=- 3 Pictures 


Page~ Page| Break 
Tables lustrations Add-ins 


added page breaks, click Home ang 
Show/Hide. ? 


To see where you've in 


the Paragraph group, click 


Adjust automatic page breaks 


To prevent automatic page breaks from falling in wrong places, such as 
. between lines of text you'd like to keep together, you can adjust We 
page breakysettings for selected paragraphs. 


1. Select the ‘paragraphs where you want to apply the settings. 


2. Click Layout, and then click the arrow in the Paragraph group. 


Home Insert Design References Mailings Review View Telt me W' 


e—a LJ 
D ES = Breaks + Indent Spacing qan 
8? : —= | rail i = 
fentation Size Columns iO Line Numbers 3= Left: |0" * [$E Before: |0 pt position 
y X X be Hyphenationy =è Right |0" ie are After |6pt y 


Page Setup G Paragraph 


3. In the Paragraph box, click Line and Page Breaks. 


Choose one or more of the following options: 
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Widow/Orphan Co 
t b 

top or bottom of a sei places at least two lines of a paragraph at the 

Keep with next pr ` 

together. prevents brea 

li 

at ese se dang prevents page breaks in the 

e adds a page break before a specific parag 


ks between paragraphs, you want to stay 
middle of paragraphs. 
raph. 


Q. No. 16. How can page breaks be removed? 


s: There are t 
wo types of page breaks in Word: breaks that Word 


omaticall 
y adds to mark the end of each page, and manual,page 
l page bpreaks/ You can’t 


where they,occur. 
rinting characters— 
ete,-that you may 


aut 
preaks that you can add. You can delete manua 


remove automatic page breaks, b 

; , but you can adjust 

j}, Click irre > Show/Hide [ .This will display ae 
aragrap markers, section breaks, page breaks 

while you’re working on your document: 


k the page break so that it's selected) and then press Delete. 


want to see 
pouble-clic 


a ee 
_ Show/Hide 
( button | E 


Q. No. 17. What is a column? How can columns be inserted in a 
document? 

Ans: A column is one of several vertical 2.4© blocks of print 
which a page of à document is divided. 
e write in Word 2010 i 
ember that if it’s only one column 0 

column Se LS a lS og Fat pS ALTA 
c 
en button in the Page SetuP Group 0 
ani of handy 333 49! GU! column-formatting 
oe § te sey és is displayed. Choose the number 


into 


tted in columns. 
it still counts as 
Si. Click Word’s Columns 
n the Page Layout tab. A 
options s~ o” E al g 
of columns and click 


s already forma 


The text w 
f text per page, 
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nn SSS 


Fa. \ bed Ed CY) meena 
seats 4} Jes trimers ert Tae nat Le ems eae eee emanate PS SS miaii Review View 
7 Home Inet Page layout Reterencet F 
à 
S 


Colne 


, po Ta commas -A prends 
Aa | Bad Coron > J % | J | Lip bern! * ee 
AA ia Kisaa al A Vj une Num vistermark Page 
g c 


went Sons. Margins Orientation sue Columnt| g- pyphenation 7 tee. 
. Y et” - ° sense. hid ole 
oi, aaa nisnin eA I] one i ee 
| ail two 
l three 
aa) Left 
% 


ua] mene 


BB More Columns... 


ante teats E tee ne SLs es RE eed Ht, 


To be more specific with the number of columns or their layout, choose 
the More Columns command. Then use the Columns dialog box that 
appears to create and design multiple oskj «is. columns for your 


document. ; 
you want by using the Number of Columns 


Set the number of columns 
dow to “help determine how your page is 


box. Use the Preview win 
formatted. Click the OK button)to apply the column format to your 


document. 
Q. No. 18. What is a table?\How is a table created in MS Word? 
Ans: A table is an arrangement of facts and numbers in rows and 


columns. The intersection ghill plis dye of a row and column is called Cell. 
Text is written in cells. In MS Word we can create a custom look for 
tables by splitting or merging cells Mu k 3S KIS 54, adding or deleting 


columns or rows, or,adding borders. 


. 


ji Bo rman, yy; 
|| A Bookmark we 


| | ty Cross-reference 
dina 


E Insert Table... 
GH Draw Table 
a. Conger! Jext ty Tande., 
Gi Excel Spreadsheet 

: ED’ Quick Tables 
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Ne eee 


e Insert tab, click the Table button. The Insert Table dialog 


er th Ter 
owing a basic grid pattern as well as traditional menu 


S 
on 

a 

o 
go 

O 

5 
7) 


ur aise’ a the first cell in the grid and slide it down and over 
ghlight (for this example) four columns and five rows, then 


k 
S 
D 
O 


click once- 
Q. No. 19. How is a cell added to the table? 


ans: In orde 
cell that is located just to the right of o 


r to add a cell in the table 


r above where you 


, Click in a 
want to insert a cell. | 

9. Under Table Tools, on the Layout tab, click . the Rows & 
Columns Dialog Box Launcher. 


f the following options: 


3, Click one © 


To do this Z 
Insert a ce ow to the 
right. 
Note: This option may result in a row that has more 


cells than the other rows. 
Insert a cell and»move remaining existin 
one row each. 

ded att 


ll and move all other cells in that r 


g cells in that 


he bottom of the table to 


ou clicked in. 
f the cell that you 


Insert a, column 
clicked in. ; 


after you have 


yout tabs are only visible 
on the ribbon. 


Remember: The Design and La 
ear at the top of the screen 


clicked inside of a table. They 4PP 


x- Micrasoft Word Table Tools 


Layout | 


~ piama dus ii 


ERIT | 
< g- | anomal} THe Spa: 


(aS) ies a MES 
fa} : sa 


Miew | Design - 


= Manings  Reriew 


Aaabccl 


JET 3 - 1S - Se 


Ts 


Paragraph 


— . 
rr se athe spin maine 
si parr ncn eaten et he a Se creel 
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Q. No. 20. How is a row added to the table? 
1. Click in a cell that is located just below or above where you want wai 


a row. 
2. Under Table Tools, click the Layout tab. 


3. Do one of the following: that you clicked in, in the Rows an d 


o To add a row just above the cell 
Columns group, click Insert Above. a 
the cell that you clicked in, in the Rows dni 


o To add a row just below 
Columns group, click Insert Below. 


Q. No. 21. How is a column added to the table? 


1. Click in a cell that is located just to the right,or left of where you want 


to add a column. 
2. Under Table Tools, click the Layout tab, 


3. Do one of the following: : 
o To add a column just to the left of the cell that you clicked in, in 


the Rows and Columns group, click Insert Left. 
o To add a column just to the right of the cell that you clicked in, in 


the Rows and Columns group, ClickInsert Right. 


Q. No. 22. How is a cell, row, or column deleted from the 
table? 
Ans: Do one of the following: 


1. Under Table Tools, click the Layout tab. 
2. In the Rows, Columns group, click Delete, and then click Delete 
Cells, Delete Rows, or Delete Columns, as appropriate. 


Q. No..23.\How can cells be merged together? 


e mn 
a Two or more cells can be combined in the same row OF colu 
into a single cell. 


l. 
teie cells that you want to merge by clicking the left edg 
en dragging across the other cells that you want. af 
14 ’ 


2. Under Table a 
s T - Merg 
click Merge eae on the Layout tab, in the 


e of a cell 


Q. No. 24. How can cells be splitted? 
Ans; 
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_ Click in a cell, or select multiple cells that you want to split. 
Under Table Tools, on the Layout tab, in the Merge group, click Split 


Cells. 
3. Enter the number of columns or rows that you want to split the 


selected cells into. 


pan 


Q. No. 25. How can text be converted into a table or a table into 


text? 


Ans: To convert text to a table or a table to text, start by clicking 


the Show/Hide paragraph mark on the Home tab so you,can see how 


text is separated in your document. 


Insert Mmlailings 


er X, Cut Ear 
“LI Ta Copy IER ~~. = 
Paste : E = = pied 


w Format Painter 


Clipboard . Ta Paragraph 


Converting text to a table Wa or dds Cus 


1. Insert separator characters—such’ as commas Or tabs—to indicate 


where to divide the text into table’ columns. 


Note: . If you have commas in your text, use tabs for your separator 


characters. 
2. Use paragraph marks to indicate where you want to begin a new table 
row. In this example, the tabs and paragraph marks will produce a 


table with 3 columns and 2 rows: 


arpian Te Re 


tee = 
— > pe 

an ae 

4 RN Spry ee RIAN 

Seed saa) SE 


Ep an Mae ANR ag 
LUGAR RS aN aN HIA Dw LM, i 
g Je!) D ARAS View 


3. Select the text that you want to convert, and then 
click Insert > Table > Convert Text to Table. 


ko 
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wet oo Ea ae | 


Pictures Online Shapes 4 


ou want your table to 
A width for the 


ta different 


automatically chooses a 
table columns. If you wan 
column width, choose one 0° 


options: 


! gy) Excel Spreadsheet di 


Quick Lables 


4. In the Convert Text to Table box, k Page asi Pictures 
choose the options you want. s Bresk insert mi 2 
moo OA 
| ard a Te AS | 
Under Table size, make sure the | aie JI Ji KAIJ] 
numbers match the numbers of columns | | | t eet i } Ct 
and rows you want. 1 cc gi CIC IEC fam 
y Eka <n ma a 
| ein! WOK 
Under AutoFit behavior, choose how {MIYATA SE | 
ook. Wor | F IncertT able... 
7 Draw Table 
| 
l 
| 
| 


f these 


In the Fixed column 
widthbox, type Or 
select a value. 


Resize the table automatically in case the 
width of the available "space changes (for 
web. layout’ or landscape 


Under Separate text at, choose the separator character you used in 


the text. 


5. Click OK. The text convertedy ys dle G9) m Si S| to a table should 


look something like this: l 


aed yeliow [blue ween [orane woe | 
Red, yellow orange, purple 
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Click OK. 


Ea sy 


ee 
Converting a table to text Uy gmt ais is 


ct the rows or table you want to convert to text 
b, click Convert to Text. 


ynder Table Tools, on the Layout ta 
Table Tools 

Design 

E EHe 
lit AutoFit i Width: 
ze ` z | 


Layout 


+H Al Pp 
ps El Ed E ieii Ganice le inane 


Alignment. 


LE 


In the Convert to Text box, under Separate text! with,’ click the 

separator character you want to use in place of theycolumn boundaries. 

Rows will be separated by paragraph marks. 

How can a table be moved andyresized in a document? 
r rows and modify 


n change the size of multiple columns oO 
ce between cells. 


Q. No. 26. 
Ans: You ca 
Su the spa 
Change column width 
To change the column width, do one of the following: 
To use your mouse, rest the» cursor on right side of 
boundary you want to Fnoyemuntil it becomes a resize cursor 
then drag the boundary until the column is the width you want. 
To change the width,to 4 specific measurement S pike yya click a 
ize. On the Layout tab, in 


cell in the column ‘that you want to res 
the Table Column Width box, and then 


a Cell Size group, click in 

y the options you want. 
l the columns in a table automatically fit the contents, click on 
a On the Layout tab, in the Cell Size group, click AutoFit, 
i e AutoFit Contents. S 

on the e ruler, select a cell in the table, and then drag the markers 
on the ruler. If you want to see the exact measurement of the column 
ruler, hold down ALT as you drag the marker. 


ie row height 
c 
an 
ge the row height, do one of the 


the column 
+> and 


, 


following: 
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SS 


‘© To use your mouse, rest the pointer on the row boundary you want to 


il i . £ rag the b 
move until it becomes a resize pointer + , and then drag oundary, 


e To set the row height to a specific measurement, ee aes the row 
that you want to resize. On the Layout tab, he heno oP 
click in the Table Row Height box, and then spe 4 gnt you 
want. 

e To use the ruler, select a cell i 
on the ruler. If you want to see the 
ruler, hold down ALT as you drag the marker. 


n the table, and then drag the markers 
exact measurement of row on the 


Q. No. 27. How can a text box be added, copied or deleted from the 


document? 


Ans: You can add, copy, 
box lets you add text anywhe 
important information. 


Add a text box 


or delete text boxeS in your MS Word. A text 
re in, your, file to call attention to 


WOK a na D- 


t Chapter B word proceseng do apri.don. + Macraret Word 


d men Ly Reterences | Mesinat i Review iver ‘ Pits ies Ae ears ; 
- a T EA., = 
Da D, pA 
BECH 


vonua a Di 


Crassaeterence di prase Foma Poe- iF 
caa imari Smeta Chat | een Beant g ja Me ja 


a. umio a aa o tts iion stean. 


the document? 


Ans: You can add, copy, or delete text boxe 
box lets youcadd text anywhere in your 
. important information. 


Add a text box 


- One the Insert tab, in the Text group, 
click Draw Text Box. 

‘Click in the document, and then drag to d 
that you want. 
„To addstext to a text box, click inside the t 
paste text, 


N 


w 


Notes: 


rt o If you have problems printi 

i tine ainda Merk nee S a 

i H i 

[$ oe R Ea - z 3 

iif iets = he Neen ab ae + Ko m Ns 3 ZY. 

5 ‘ ° a ee í 6 m C NG rears > 

y 

i 

a 1. On the Insert tab, i 

\ in th : 

) 2. You will find pk k o apie onn; click Text Box. dor choice 

`, àp m -1n text ed or l 

i - Or click Draw Text Box oxes. Select one of your ne 

| © Click in the do l si t 
cum th tha 

you want ent, and then drag to draw the text box the size 
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_—_--ew 


O 


mat text in the text b 
. f ox, select th 
ptions in the Font group on the alee T then use the 


Y 


To fort 
jormatting © 


iti the text b 
To position ox, ee } 
click it, and then when the Calibri (Body) ~ 11 
mes a‘, drag BZ U- dex X 


ointer beco 


ne text box to a new 


oton o also change or remove a tent bx or shapes! 
you can also, change or remove a text box or shape-border 


have drawn multiple text boxes, you can link them 
at text will flow from one box to another. Click one of the 
then under Drawing Tools, on the Format tab, in 


click Create Link. 


| 
-3 Align Text 7 
go Create Link 
Text 


Copy a text box 
box that you want to COPY: . 


l. Click the border of, the text : 

2 On the Home tab, ©) the Clipboard grouP: click COPY ™ ` 
. On the Home tab, in the Clipboard group, click Paste. 
Delete a text box l 

' Click the border of the text pox that you want to delete, and then pueg” 

EURIE, þox. It should be 

* Make sure that the pointer is not inside me as y the border, 

xt box. Y ihe fee the text inside the text 


on the border of the te 

— Copy or delete will copy °” 
ox and not the text hots 

ce petween bitmap gra 


phics and 


Q. N 
vecto, - 28. What is the differe? 
t graphics? 
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Ans: There are two main praphic types - bitmap graphics and Vector 
graphics. Bitmap graphics are made up of pixels of different colours, 


Vector graphics are made up of objects. 


A bitmap graphic is composed of many tiny 
are often many different colours. It 1s poss! 


pixel. 


Since the computer has to store info 
the image, the file size of a bitmap grap 


When you resize a bitmap graphic, it tends to lose quality. 
When we zoom into the bitmap the image loses quality and we see each 


individual pixel. 


y parts, called pixels, which 
ble to edit each individua] 


rmation about every single pixel in 
hic is often quite large. 


Vector : . Bitmap 


On the other hand, Vector graphics are created in graphics packages 


and consist of shapes called objects. 
It is possible to edityeach, object separately, for example, change the 
shape, colour, size and position. 

A vector graphic doesn't need a lot of computer memory. Therefore the 
file size of a vector graphic is often very small. 

Vector graphics.are scalable - i.e. when you resize them, they do not 
lose quality. 

Q. No. 29. What are the uses of graphics in MS Word? Ho 
different graphics be inserted into the document? 4 
Ans: There are many graphic design functions in Word g be 
pictures, SmartArt, ClipArt, screenshots, and other items tie -olour 
found on the “Insert” tab. These functions really give beauty 2° 
to your dull black and white text documents. 


Inserting Clip Art 


w can 
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= References Mailings Review 


PH hw @ 2 


pppirones SmartArt Chart 


i Hyperlink Bookmark Cross-refe 
| 


| Cover Blank Pag 
page” Page Break 


TONE mand EA ii 
CME at 


A gallery of clip art is available both in Word as _ well as Microsoft 
website. 

1. To insert clip art, go to the Insert tab and cli 

2. This brings up the Clip Art pane on the right side 

screen. 


3. Entera keyword and 


ck Clip Art. 
of the 


click Go to begin your search. 


Inserting a Picture 
icture, and then click From File. 


1. On the Insert menu, click on. P. 
2 Browse to locate the picture you want to insert. 


3. Double-click the picture you want to insert. 
r Graphic Anywh 
cannot be freely moved 
re on the page 


ere on a Page 


Moving a Picture oO 
around on the 


5 inserted picture ‘or graphic 
ge. To move‘the inserted pictu 
l. Cli : 
5 Se on the Picture Tools tab. 
nder Arrange, select Text Wrapping. 


3. 
ow, oe In Front of Text. 
graphic can be easily moved to the desired location. 


Re 
one or Cropping a Picture 
You'y Want an image is too big for the space, Or not the right shape, 
to crop or scale it. 
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To Resize: 

1. Click on the object, such as clip art or a picture to se] 

2. Hover your mouse over one of the Resizing Handle 

located on each corner of the object, 
bottom, left, and right borders. 


3. Click and drag your mouse. once the 
handle. : l 


ect it, 


as welleas òn the top 


pointer changes to a resize 


To keep the object’s Shape proportional, press the 
dragging; to keep the object centered in its current 
the Control key while dragging; to keep ‘the object pr 
centered, press the Control and the Shift key while dra 


Shift key while 
location, press 
Oportional and 
gging. | 


To Crop: ieee 

You can crop images to | Foret » PETE me what you went to do 

remove a portion of it. It is ME Position OSendiakawd FB er ie 
helpful if you need to 4 BWeptet- Bi selection Pane Ae e a 
feature a portion o dik j BANG Forward [E Align- i S wpe i] 
object or picture. dirog 


Size G 
Fa .¥ . ae pce ‘ 
k3 i A ' $ i ? z 


l. Click on the image a ` 

to select it. aa § 8 ¢€ ta 
2. Click Ọ 

the Crop button on 

the Format tab in. è 


e Size section on the Picture Tools tab. This places 6 cropping | 
handles aro 


hg 3 und the image, one On each corner and one on the 
eland right side of the image. 


3. Cli 
ae n handle and drag to remove a portion of your image. 


. ntrol, 
image, you can press the Shift, oi or 
: S to keep the crop proportional, cen 

nal and centered. 


Q. No. 30. Ho è ? f 
Ans: If yeu a ai make a Picture into a Shape? rcle or othe 
e 


Snape., need, you can make your photo a Cl 
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ems 


Insert TR tg nl Sg as a 
t References Mailings 


: Page Layou 
‘as i Syene ane E : = 
- tn p an Ji ies Si fot > 
A DA E A an i Pa, Hyperlink 
able | Picture Ho P Cais- | “@ Bookmark 
Glip |Shapes|SmartArt Chart Screenshot! |, ` i 
= es. mee’ Cross-referens 


P ome WE HPAP ROTHER NAE yeay 
Ay gy ce 
Review View 


Recently Used Shapes 
ESR kO N N L (D) E A L a R e m Ez nares 
wi > A Y ~ ee 


On the Insert tab, click on Shapes: 


. Draw your shape on the page. : 
_ Under the Drawing Tools,tab, click Fill Shape and choose Picture. 
Navigate to the photo you would like to insert into your shape. 


Under the Drawing Tools tab, change the shape outline to no 


NAUN m 


outline. 
ef Click the shape you want to change. On 


. Change a Shap 
the Format tab, ‘in the Insert Shapes group, click Edit Shape, 
point to'Change Shape, and then choose a different shape. 
Add text to a shape. Click the shape you where you wa 


and then type. 


o>) 


nt text, 


Q. No. 31. How can Smart Art be inserted in the document? 


j Each 
ies i municate a message effectively. 
A SmartArt is used to com such as a process flow, an 


&raphic represents a different igea, 
organization hierarchy, a relationship, and so on. 


. Insert a SmartArt graphic and add text 
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l. On the Insert tab, click SmartArt, click a SmartArt graphic t 
as Relationship), and then click the one that you want to add ype (Such 
2. In the SmartArt Text pane, type the text that you want to fae) | 
your SmartArt graphic. Ude in | 
u are finished, close the SmartArt Text pane. 
C ee ee nee ena 


oe hae Hew Bi WH Mow la ey ig 4°? 


Doge debe tuure hp shup hart beavvnshot Ivovimk Vooknmis trosi ralerance ‘leader teow) 
n ` g ' . 


When yo 


a 
Faye ten x 
Wwe 


ey H F 
Number e gae wn « an Ps 


Mierarchy 
Rytadonvhlp 
ph Matrix 


(9 Mewre 


Office.com 


y 


4 
tee 
i 


| 
| 
| 
| 
i h A Pyromia ` eliene 3 Toe ! ovn; 5 i 
| 
} 


Tip: You can add text directly in a SmartArt graphic shape by 
clicking [TEXT] in the shape, and’then typing the text that you want. 


Q. No. 32. What is Word Art inMS Word? 

Ans: WordArt is a quick waysto make text stand out with special 
effects. You pick a WordArt style from the WordArt gallery, launched 
from the Insert tab, which you can then customize. 


. Click Insert > WordArt, and pick the 
WordArt style,you want. 


In the, WordArt gallery, the letter 
A represents the different designs that 
are applied to all text you type. 


Qn, Ax UF Signaturetine > T tuto 
is l? 
2 BB pate a Time Goym 
[£] Number 


. The placeholder text "Your text here" 
appears, with the text highlighted. 


Enter your own text to replace the 
placeholder text. 


Change the font of WordArt text 


t text: 


To change the font size or style of your WordAr 
Select the WordArt text or letters to change. 
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. On the H 
Ome tab, sclect options in the Font group, such as font style 


font size, or underline. 
Q. No. 33. 
How can a document be printed? 


Ans: After co : 
m 
printer attac tie ane your document you can print it by using a 
h o your computer or by using a wireless printer. 


Printer 


1 Name: j i? D II x — 
ee 3] Lae | 
: Idle = 
Find Printer... 


Status: 
; Type: Dell AIO Printer A960 
' Where: USBO01 
Comment: [Print to file 
EA [_] Manual duplex 


ise cara EA aria ince ie 
aaa Copies--~ ~ 
’ Number of copies: p 2a 


© all 
©).Current page Selection l : 
l t 
! aie . oe 
i Enter page numbers and/or page ranges . i 
-separated by commas. For example, 1,3,5-12 ; 
Zoom f pege i 
Pages per sheet: | 1 page wi i 


—_ oe 
| 
3 


Print what: 


Document properties 
Document showing markup 


List of markup 


Styles 
AutoText entries 


Scale to paper size: | No Scaling 


n the top left-hand corner of your document. 
k Print in the menu. This will bring up 


Click File i 
2. Move down and clic 
the ‘Print’ dialogue box. 


bes 
. 


ent you need. 


pies of your docum 
can choose other 


Choose how many co 
Depending on your printer options, you 
printing features such as whether you 
pages or only certain pages. You can a 
orientation of the print from portrait to landscap® an 
your computer and printer whether youre Pr 


certain size of paper. You'll also see, on the righ 
of your printed document will look like. 


want 
lso change 


Pw 
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Q. No. 34. Describe the use of the Clipboard? 


Ans: The Office Clipboard stores text and pari ean cut 
from anywhere, and it lets you paste the store y other 
Office file. 
Cut and paste items 
1. Click Home, then click the 
the Clipboard group. 


i d 
m the Clipboar 
o in the lower-right corner of 


ome sent DESIGN PAY gelect the text or graphics you 
eal 4 nd pres + 
gr Y Cut [Calibri (Body) 7 [10 A] want to copy, and»press Ctrl+C, 


Each selection appears in the 
i B I U~ae Xx X| Clipboard, with the latest at the 
& Format Pai f i 


Clipboard l Font top. 


f 


‘Clipboard has 
| Paste All | [Gear an | 


| Click an Item to Paste: 


ee 
D g 
3 
r 
o 
© 
=d 


Paste an | Clear All | 


__ Click an Item to Paste: 


À Nunc viverra imperdiet | 
| 
! 


enim. Fusce est. Vivamus a | 
| 
| 
| 
| 
} 
} 


investments in 
accessibility, In orders 


tellus. Pellentesque habi... 


a) (preview not available) 


t 


E Paste™ ni 
aX Delete A) 


ETA e ea p eae Nr et 


"| EÀ (preview not available) 


j neta repeat step 2 until you've copied all the items you want t? 
i ; " 4, In your document, click where you want to paste the item. 
‘ i Do one of the following in the Clipboard: 
| i 1. Click the down arrow next to the item you want 1° 
paste, and click Paste. D ane selected 


2. To paste everything in the Clipboard 
area in your document, click Paste “" 
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Exercise 8 


1. Fill in the blanks: 
(i) The bar which contains the name of active application is 
Ans. Title Bar 


diel 
. 


known as 
(ii) WYSIWYG stands for ----------- ; 
Ans. What You See Is What You Get 
The appearance or shape of a character is referred to as 
no Ans. Font 


The page orientation may be ---------- Giese , 
Ans. Portrait, Landscape 


graphics can be thought of a painted»pictures 
Ans. Bitmap 


www ererrn 


(vi The ----------7 automatically moves to the ‘next line when 
Ans. Word wrap 


vi) 

you have filled one line with text. 

(vii) Aisa character or word that represénts a‘series of 
-keystrokes ' Ans. Micro 
(viii) A built-in 


"s---r 


allows youto search for synonyms 
. Ans. Thesaurus 


shows you the positioning of text, tabs, margins, 
nts on\thepage- | 
Ans. Ruler 
mode the newly entered text is written 
Ans. Overtype 


fix) A--------=7- 
indents and other eleme 


(x) In case of 
over the existing text 


2. Select the correct option: 


d processor 


(i) | Which of the following is a wor 

(a) Adobe Acrobat (b) Photo Express 

(c) MS Excel (a) MS Word _Ans. d 
ard shortcuts is used to 


(ii) Which of the following keybo 

change the case? 

la) Ctrl + F3 (b) Shift + F3 

(c) Alt + F3 (d) Ctrl + Shift + FS Ans. b 

A In MS Word, the data that oved is 

a Sa arily stored in Recycle bin 

c) Tem apently stored in Recycle bin 
porarily stored in Clipboard 


is being copied or m 
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(d) Permanently stored in Clipboard Ans. c 


(iv) Which of the following can be used to launch the Wor d Art 


(a) Status bar (b) Ruler 
(c) Standard toolbar (d) Drawing toolbar Ans. d 
(v) Which of the following feature enables you to reverse the 


changes you have made to the document? 
(a) WYSIWYG (b) Redo 
(c) Undo (d) GUI 


Ans. c 


Write T for true and F for false statement: 


3. 
(i) Word processor is just an electronic typewriter. 
Ans. F 
(ii) The bar containing the drop down menus is called scroll ` 
bar, Ans. F 


(iii) Font face is shown on Formatting tool bar. 
Ans. T 


(iv) Footnote appears at.the\bottom of every page. 
Ans. F 


(v) The interface represents the way through which you can 


interact with the word,processing software. 
Ans. T 


(vi) In insertion mode the newly entered text is placed at the 
current position of the cursor Ans. T 
(vii) Sans-Serif fonts have extra decorative lines at the ends of 
the strokes that make up each character 

Ans. F 


(viii) Alignment refers to the orientation of the lines of a 
paragraph with respect to the margins. 
Ans. T 


(ix) Line Spacing refers to amount of space between 
paragraphs Ans. F 


(x) Clipboard is managed by Microsoft Word 
Ans. F 


4. Write a note on the following: 
1. Word processor ii. Clipboard iii. Word Art 
5. What is a text editor? Describe its basic features: 
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Describe features of a full-featured word proc 
Define font and discuss its types essor. 


Describe formatting features for paragraph formatting 


Draw the mark sheet showi 

owing your name, father’ 
name, Scher name, year of passing SSC examination dute 
of birth, list of all subjects and their respective marks, total 
marks, percentage and the overall grade.\[Hints: You can 
draw a table to complete the task] 


10. Arrange the text given in the following fi i 
to the mentioned format: g figure according 


6. 
7. 
8. 
9. 


The clipboard is a temporary holding’space in the computer’s 
memory for data that is being Copied or moved. The Clipboard is 
used for storing text, graphics, sound, video or other data. After 
data has been placed in the*clipboard, it can be inserted from 
the clipboard into other,documents, in the same application or 
in a different application For example, if you want to move a 
paragraph ina document; select the paragraph, and then choose 
the Cut commandy the data is removed from the document and 
placed on the Clipboard (If you don’t want to remove the 
paragraph from the original document then use Copy 
command); After placing the insertion point in the document 
Where yousxwant to place the paragraph, you choose the paste 
command; the data on the Clipboard is placed into the 
document. In the same way the Clipboard can be used to move 
data from one document to another. One important thing about 
the Clipboard is that it is part of the operating system; it is nota 


Separate application. 
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